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PROCEDURES 

 
 
I. DEFINITIONS 
  

“Adopted Fiscal Procedures” means all fiscal procedures required to be used by the 
Department of Corrections whether in Kentucky Revised Statues, Kentucky Adminis-
trative Regulation, or other form. 
 
“Adopted Personnel Procedures” means all personnel procedures required to be used by 
the Department of Corrections whether in Kentucky Revised Statues, Kentucky 
Administrative Regulation, or other form. 
 

  
II. POLICY and PROCEDURES 

 
A. The Division of Probation and Parole shall abide by all personnel statutes and 

regulations regarding the appointment and promotion of personnel to all merit 
positions.   

 
1. The means for selection shall include: 

 
a.   Promotion from within using the Commonwealth’s Internal 

Mobility System 
 

b. Lateral transfer of merit employee’s under the same pay grade or 
job classification 

 
   c. Selection through the Merit System’s register process 
 

2. The Division of Probation and Parole  shall appoint all personnel selected 
pursuant to sections a. and c. above to a probationary period of six 
months.  Lateral transfers and demotions shall not be subject to such a 
probationary period. 

 
B. The Division of Probation and Parole shall provide a career development plan for 

each employee.  This shall be accomplished by: 
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1. Compliance with the annual employee evaluation system established by 
adopted personnel procedures.   

 
a. The annual evaluation shall include a discussion of ways the 

employee can improve job performance and progress within the 
employee’s job classification. 

 
b. The evaluation shall be completed based upon criteria defined by 

adopted personnel procedures. 
 
c. The evaluation shall be completed at least annually for the 

employee. 
 
2. The continuation of the Probation and Parole Officers’ Salary 

Improvement Program for all sworn personnel as set forth in KRS 196.076 
and House Bill 379. 

 
3. The promotion of appropriate internal mobility candidates. 

 
C. The Division of Probation and Parole shall abide by all personnel statues and 

regulations regarding the discipline and dismissal of all merit employees 
including, but not limited to: 

 
1. The right to file grievances regarding some aspects of the employee’s 

work environment. 
 
2. The right to appeal disciplinary actions.  
 
3. The right to exhaust appeals and request an open and formal hearing prior 

to termination or demotion. 
 

D. The Division of Probation and Parole shall abide by all personnel statues and 
regulations regarding the maintenance of personnel files including but not limited 
to: 

 
 1. An employee may examine his personnel file. 
 

2. An employee may challenge the accuracy of any materials contained in his 
personnel file.  The employee may make a written statement and have it 
attached to the challenged document and placed in the permanent 
personnel file with the document.  The employee may file a personnel 
action in accordance with the rules of the Personnel Board. 
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E. The Division of Probation and Parole shall abide by all adopted fiscal procedures 

with regard to the reimbursement of employee expenses including: 
 
 1. Travel expenses approved by supervisory or management staff. 
 

2. Expenses incurred by telecommuters as outlined in Corrections Policy and 
Procedure 27-02-02 and approved by the Director of Probation and Parole 
or her designee. 

 
3. Other expenses as approved by the Director of Probation and Parole or her 

designee. 


